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Getting Started

Overview

Welcome to the Montana Office of Public Instruction (OPI) CNPweb
sponsor training manual for Sponsor Enrollment & Reimbursement
Claims (version 1.0). Thistraining manual has been developed by
Dynamic Internet Solutions for every sponsor who will use the Summer
Food Service Program portion of the CNPweb on the OPI website.

What You Will Learn

The following table identifies the Summer Food Service Program
enrollment packet and reimbursement claims tasks and where you can
learn about them in this training manual.

Training Manual Features

Category  Task Description Page

Enroliment Packets
Add a sponsor information sheet to your packet 13
Add a site information sheet to your packet 22
Add a program budget to your packet 26
Correct input errors in a form 16
Submit your packet to the OPI 31
Correct an application form and resubmit your packet 32
Revising an approved application form 36

Reimbursement Claims

Submit a monthly reimbursement claim 44
Correct input errors in a reimbursement claim 16
Revise a paid claim a7

The Summer Food Service Program SPONSOR TRAINING MANUAL

provides you with the skills and knowledge you need to begin using the

CNPweb. Specifically, this manual:

B Provides you with a general understanding of how the CNPweb fits
into the ongoing work of the OPI Summer Food Service Program.

B Explains how to use the CNPweb features for the Summer Food
Service Program related to enrollment packets and reimbursement
clams.

Within each chapter, you will find the following features:
B Screen captures provide examples of CNPweb pages.

Montana Office of Public Instruction — April 2005 Getting Started- 1
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B Step-by-step instructions are numbered and take you through each
procedure.

B Key points ensure that you don’t miss critical information.

In addition, this manual includes a feedback page so you can recommend
improvements to the training materials.

Access CNPweb

Before you can use the CNPweb, you must have the following:
B Accessto the Internet.

B A valid user ID and password from the Montana Office of Public
Instruction (OP).

If you need a user ID or password, or if you need to change your
sl password, contact the OPI.

The CNPweb SPONSOR SUMMARY page provides access to your
enrollment packet and provides detailed information about your current
packet status.

To access the CNPweb SPONSOR SUMMARY page:

Step 1: Turn on your computer and login (as usual) to your
computer network.

You can also access the CNPweb from any
e computer connected to the Internet.

Step 2: Open your Internet browser.

Step 3: Open the School Nutrition Program CNPweb using this
URL (CNPweb address):
http://data.opi.mt.gov/cnp/
The CNPweb displays the School Nutrition Program
login page.

El
Montana Office of Public Instruction
School Nutrition Program
Please Enter
Usger [D:
Passward
Login
Jid|
Screen 1: The School Nutrition Program CNPweb login page.
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Type your user 1D and password.
Click LOGIN.

If you provide an incorrect user ID or password, an
error message displays on the Login page. If you
cannot remember your user ID or password,
contact the OPI.

The CNPweb displays the program selection menu.

OPI

Click on a colored puzzle piece above for the Child Mutrition Program you wish to access!

Exit Web Site

Montana Office of Public Instruction
School Nutrition Program

School Nutrition
Program

i I TTC R UTLGAT
EOOURX OOY 1T

‘d
p—

¢

Summer Food

OO S DL O]
Hreelrzing

Service Program

Sl

’7 ’7 ’7 |Q Inkernet

Screen 2:

Step 6:

The School Nutrition Program program selection menu.

If your organization does not participate in a
specific program, that program appears grayed out
on this page.

i

Click SUMMER FOOD SERVICE PROGRAM.

The CNPweb displays the PROGRAM Y EAR SELECTION
page.

[ T
Montana Office of Public Instruction Cl DM_
(™
School Nutrition Programs Summer Food Service Pragram oD
Applications Advances Claims Maintenance Resources
Home = Select Year
Program Year: 0 Sponsor: 35-4333-Dayton K-12 Schools
Program Year Selection B
Program Year Program Begin Date Program End Date
2003 October 1, 2002 September 30, 2003
2004 October 1, 2003 September 30, 2004
2005 QOctober 1, 2004 September 30, 2005
2008 October 1, 2005 September 30, 2008
E

Screen 3:

Step 7:

The CNPweb Program Year Selection page.

Click the desired program year.
The CNPweb displays the SPONSOR SUMMARY page.

Montana Office of Public Instruction — April 2005
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Montana Office of Public Instruction (}"Jm'
hool Nutrition Programs Summer Food Service Program Programs Logoff
Applications Advances Claims Maintenance Resources
Home = Application Meny = Sponsor Summary
Program Year: 2004 Sponsor: 35-4939.Dayton K-12 Schools
Sponsor Summary Dayton K-12 Schools (35-4939)
ket Applications Claims
On-Ling Form: ption Count/Date
1 % Sponsot Information Sheet
2 “% Sponsor Budget Form Incomplete
3 % Site Inforrnation Sheet 0 of 4 Incormplete
El
Screen 4: The Sponsor Summary page before creating your enrollment packet.
Each page of the CNPweb provides basic information and access to
common commands.
Menu Options Program Name Commands
N\
N\ Rl
Summer Food Service Program Programs Logoff
Applications Advances Claims Maintenance Resources
Home > Application Menu > Sponsor Summary
Program '|':‘||: 2004 Sponsor: 354838—D§y{un K-12 Schools
\ |
Sppnsor Summary ayton K-12 Schools (35-4939)
Count/Date \
¥ Sponsor Inforrmation Shest Incormplete \
% Sponsor Budget Form Incomplete Spon sor Name
3 % Site Information Sheet Program Year 0of3 Incormplete
|
T
Navigation
Bread Crumb Trail
Screen 5: A CNPweb page pointing out standard page information.

Each Child Nutrition Program serviced by the CNPweb uses a
sl different color. The Summer Food Service Program color is blue.

Each page of the CNPweb displays the following pieces of information
in the page heading:

Item Description

Program Name The selected program name, Summer Food Service Program,
appears in the top band.

Commands The following commands are always available in the blue
menu band in the page header:

B Programs — allows you to return to the Program Selection
Page where you can change from the Summer Food
Service Program to another program (if your organization
participates in another program).

B | ogoff — allows you to quickly logoff from the Summer
Food Service Program and School Nutrition Program
website.

Montana Office of Public Instruction — April 2005 Getting Started- 4
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Item Description

Logoff

CNPweb Access

Menu Options The following menu options are available in the blue menu
band in the page header:

B Applications — allows you to add and maintain each type
of information sheet (sponsor and site) and program
budget needed to participate in the Summer Food Service
Program.

B Advances — allows you to review information about
Summer Food Service Program advances.

B Claims — allows you to submit and modify reimbursement
claims to the Summer Food Service Program.

B Maintenance — allows you to view the current USDA
Reimbursement Rates Entry created by the OPI.

B Resources — provides access to resources outside of the
CNPweb that help your organization participate in the
Summer Food Service Program.

Navigation Trail  In the yellow band below the menu, the CNPweb provides
(Bread Crumb you with a navigation trail. This trail shows your location
Trail) within the menu options at all times.

You can use the bread crumb trail to quickly return to a
previous page by clicking the abbreviated page title.

Program Year Located below the navigation trail and to the right is the
currently selected program year. The CNPweb requires you
to select a program year before you can perform any
activities.

You can change the program year by clicking this screen
element.

Sponsor Located next to the program year is the sponsor ID and name
of your sponsor organization.

Each time you finish using the CNPweb, you exit the website. The

L OGOFF option appearsin the header of every CNPweb page in the blue

menu at the right of the screen.

To exit the CNPweb:

Step 1: Click LOGOFF.

The program displays the School Nutrition Program
login page.

There are two methods for easy access to the School Nutrition Program

CNPweb from your own computer.

B Add abookmark or favorite to your browser while on the LOGIN

page.
B Create a desktop shortcut that will open your browser to the LOGIN

page.

Internet Explorer alows you to create a desktop shortcut for any
CNPweb page that is currently displayed in the browser.

Montana Office of Public Instruction — April 2005 Getting Started- 5
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To create a desktop shortcut using Internet Explorer version 6:
Step 1: Display the login page in your browser.

For more information, see “Access the Sponsor
e Summary Page” on page 2.

Step 2: Place your cursor anywhere inside the browser window.
Step 3: Right click.

The browser displays a menu.
Step 4: Select CREATE SHORTCUT.

The browser displays a shortcut confirmation window.

Microsoft Internet Explorer 5'; x|

& shorkcut bo the current: page will be placed on your desktop,

Zancel |

Screen 6: The desktop shortcut confirmation window.

Step 5: Click OK.
The shortcut has been added to your desktop.

Screen 7: An example of the School Nutrition Program desktop shortcut.

Once you have created this desktop shortcut, you can quickly access the
School Nutrition Program CNPweb by double clicking the shortcut.

Y our computer will automatically open Internet Explorer and display the
School Nutrition Program CNPweb login page.

Montana Office of Public Instruction — April 2005 Getting Started: 6
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Enrollment Packet

Overview

The CNPweb provides the tools that allow the Montana Office of Public
Instruction (OPI) School Nutrition Program staff and Summer Food
Service Program (SFSP) sponsor organizations to easily submit, review,
and maintain the required program paperwork throughout each program
year. Asasponsor, you use the CNPweb to document your participation
in this program.

Before the start of the program year, your organization must submit an
enrollment packet to participate in the Summer Food Service Program:
The CNPweb identifies the specific components your organization must
submit in your packet and provides you with easy accessto the
appropriate forms.

Y our packet consists of the following forms:

B Sponsor Information Sheet —an application form that describes
your organization and its participation in the SFSP. Every
organization must submit one sponsor information sheet for each
program year.

B Sitelnformation Sheet —the CNPweb identifies the sites operated
by your organization that the OPI expects to participate in the SFSP
for the program year. For each site, you must submit one
application.

If your organization operates sites that are not listed in your
e packet that participate in the SFSP, you must contact the OPI.

B Sponsor Budget —the CNPweb displays a sponsor budget form if
your organization is required to submit a budget as part of your
participation in the SFSP.

If your organization is not required to submit a budget, the
orirh budget form does not appear in your list of applications.

Montana Office of Public Instruction — April 2005 Enrollment Packet - 7
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Sponsor Summary

The SPONSOR SUMMARY page provides access to most of the
information related to your organization in a quick and easy format.
Under the screen name SPONSOR SUMMARY, you will notice five tabs.
Each tab gives you access to a different page of sponsor information.

To move between the Sponsor Summary pages, click the
o desired tab.

The SPONSOR SUMMARY page provides access to each of the following
pages of sponsor information:

Page Description

Sponsor Summary —
Packet Page

Packet Allows you to view the status of the components of your
enrollment packet. When your organization completes your
packet, this page allows you to submit your packet to the OPI.

Applications Allows you to create and maintain the information sheets
(applications) and budget that make up your organization’s
enrollment packet.

Allows you to track the status of revised information sheets or
budget that you submit to the OPI throughout the program
year (changes made after your packet was submitted and
approved).

Claims Allows you to create and maintain monthly reimbursement
claims for your organization during the program year.

Payments Allows you to view a summary of payments made to your
organization during this program year.

Users Allows you to review the list of CNPweb users for your
organization.

Thistraining manual provides instruction about the PACKET,
APPLICATIONS, and CLAIMS pages.

The SPONSOR SUMMARY —PACKET page provides information about the
status of your organization’s Summer Food Service Program enrollment
packet. Asyour organization works on the packet, the page expands to
include alist of components that the OPI expects to receive with your
packet.

Later in the program year, you may submit revised forms (sponsor
orirh information sheet, site information sheets, and budget) to the OPI as
changes occur.

The Sponsor Summary — Packet page only tracks the status of your
enrollment packet. The status of revised information sheets appears
on the Sponsor Summary — Applications page. For more information,
see “Sponsor Summary — Applications Page” on page 9.

Montana Office of Public Instruction — April 2005 Enrollment Packet - 8
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Montana Office of Public Instruction (}"J .
School Nutrition Programs web
S . =0 Summer Food Service Program Programs Logoff
Applications Advances Claims Maintenance Resources
Home = Application Meny = Sponsor Summary
Program Year: 2004 Sponsor: 35-4939.Dayton K-12 Schools
[
Sponsor Summary Dayton K-12 Schools (35-4939)
Packet Applications Claims Payments Users
On-Line Forms Desc >ount/Date
1 % Sponsot Information Sheet Incormplete
2 “% Sponsor Budget Form Incomplete
3 % Site Inforrnation Sheet 0 of 4 Incormplete
El
Screen 8: An example of the Sponsor Summary -- Packet page showing an

incomplete packet before starting work.

The SPONSOR SUMMARY —APPLICATIONS page allows your organization
to create and maintain the sponsor information sheet, budget, and site
information sheets that make up your organization’s Summer Food
Service Program enrollment packet.

The SPONSOR SUMMARY —APPLICATIONS page al so tracks the status of
revised application forms that you submit to the OPI throughout the
program year. Because these revisions are submitted after your packet
has been approved, the SPONSOR SUMMARY — PACKET page doesn’t
track the status of application form revisions.

When you have revised application forms, the SPONSOR SUMMARY —

APPLICATIONS page allows you to review the original version and each

revision.

B  The most current version displays on the page.

B Usethe+ (plussign) to display an application form history for the
current program year.

B Usethe— (minussign) to display only the current application form.

For more information about working with forms in your packet, see:
F B “Submit a Sponsor Information Sheet” on page 13.

H “Submit a Site Information Sheet” on page 22.

B “Submit a Sponsor Budget” on page 26.

You must complete your sponsor information sheet first. Once it is

completed, you can create the remaining forms in any order.

Montana Office of Public Instruction — April 2005
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Montana Office of Public Instruction le, 2}
web™
School Nutrition Programs

Summer Food Service Program

Programs Logoff

Applications Advances Claims Maintenance Resources
Home = Application Menu = Sponsor Summary

Program Year: 2004 Sponsor: 35-4939-Davyton K-12 Schools
Bl
Sponsor Summary Dayton K-12 Schools (35-4939)
Packet Applications Claims Payments Users
Form Narne Status Date Approved Action
Sponsor Info Sheet Mo Information Sheet Add
Sponsor Budget Mo Budget Shest
Site Info Sheet
35-4929 Dayton Elementary School Mo Information Sheet
35-4968 Dayton High School Mo Information Sheet
35-4951 Dayton Middle School Mo Information Sheet
35-4965 Flathead Elermentary School Mo Information Sheet
=
Screen 9: An example of the Sponsor Summary — Applications page before

starting work on the packet.

From the time your organization starts filling out your Summer Food
Service Program packet until the OPI approvesit, the CNPweb uses
statuses to identify the location of your packet and individual formsin
the creation and approval process.

B Eachindividua application form (sponsor information shest, site
information sheet, and budget) receivesits own status on the
SPONSOR SUMMARY — APPLICATIONS page.

B Each type of application form (sponsor information sheet, site
information sheet, and budget) receives an overall status on the
SPONSOR SUMMARY — PACKET page.

The following table explains each of the application form statuses:

Packet and Form Statuses

Status Description

Incomplete Before you begin working on your packet or a type of
application form (sponsor information sheet, site information
sheet, and budget), the CNPweb displays the INCOMPLETE
status.

B When you submit an application form, the CNPweb
checks it for errors.

W [f the application form contains errors, the CNPweb
assigns the ERRORS status.

m [f the application form doesn’t contain errors, the CNPweb
assigns the PENDING SUBMISSION status.

The CNPweb uses the INCOMPLETE status for a type of
application form (sponsor information sheet, site information
sheet, and budget) on the SPONSOR SUMMARY — PACKET page
when an individual application form has the ERRORS status.

The CNPweb also uses the INcOMPLETE status for a type of
application form (sponsor information sheet, site information
sheet, and budget) on the SPONSOR SUMMARY — PACKET page
when an individual application form has been returned by the
OPI as NEeps CORRECTION.

The CNPweb never assigns the Incomplete status to an
individual application form.

Montana Office of Public Instruction — April 2005 Enrollment Packet - 10
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Description

Errors

Pending
Submission

Pending
Approval

Needs
Correction

The CNPweb uses the ERRORS status when an application
form (sponsor information sheet, site information sheet, and
budget) contains input errors. The errors must be corrected
before the sheet and packet can be submitted to the OPI for
review and approval.

B The ERRORS status for an application form on the SPONSOR
SUMMARY — APPLICATIONS page means that the form
contains input errors and must be corrected.

B The ErRrRORS status for a type of application form on the
SPONSOR SUMMARY — PACKET page means that one or more
of the individual forms within that type have input errors
and must be corrected.

When an individual application form has the ERRORS status,
the CNPweb gives that type of form the INCOMPLETE status.

When all errors are corrected, the CNPweb assigns the
Pending Submission status.

The CNPweb uses the PENDING SUBMISSION status when forms
are ready to submit to the OPI for review and approval.

B The PeENDING SuBMISSION status for an individual application
form on the SPONSOR SUMMARY — APPLICATIONS page means
that the form has been successfully filled out and is
waiting for submission with your packet.

B The PENDING SUBMISSION status for a type of application
form on the SPONSOR SUMMARY — PACKET page means that
you have successfully filled out every individual form that
the OPI expects you to submit, and they are waiting for
submission with your packet.

When you have successfully completed all of one type of
application form, the CNPweb gives that type of form the
PENDING SUBMISSION status.

If the OPI returns your packet because one or more forms
need correction, the CNPweb assigns the PENDING SUBMISSION
status to the corrected application form.

When the OPI reviews and approves your packet, the
CNPweb assigns the Approved status.

The CNPweb uses the PENDING APPROVAL status when the
OPI has your packet for review and approval.
The CNPweb also assigns the PENDING APPROVAL status to a

revised application form that you submit during the program
year for review and approval.

Your organization cannot edit an application form with the
Pending Approval status.

The CNPweb uses the NEeps CORRECTION status when the
OPI has reviewed your packet and has returned one or more
of your forms for corrections.

You must edit these forms and make the required changes.
When you submit the revised application form, the CNPweb
checks the form for input errors, and assigns one of the
following statuses:

B The ERRORS status means that the application form
contains input errors that must be fixed before you can
resubmit.

B The PENDING SUBMISSION status means that the application
form is ready to resubmit to the OPI.

Montana Office of Public Instruction — April 2005
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Status Description

Approved The CNPweb uses the APPROVED status for your packet when
the OPI has reviewed and approved your packet. The
APPROVED status also applies to individual forms that have
been approved by the OPI.
An approved application form remains in the CNPweb. If you
need to make additional changes to an approved form, you
must revise the form. The CNPweb keeps a history of the
original application form and every revision throughout the
program year.

Sponsor Information Sheet

At the start of the program year, each sponsor must submit a sponsor
information sheet as part of the Summer Food Service Program
enrollment packet. The sponsor information sheet describes your
organization’s participation in the SFSP.

You must create this information sheet before you can create any of
e your site information sheets.

The CNPweb submits your entire packet to the OPI for review and
approval once you have completed al of the components of your
enrollment packet.

Y ou can make changes to your sponsor information sheet as necessary
throughout the program year. The OPI reviews and approves each
change, and the CNPweb keeps a copy of each approved version of your
sponsor information sheet.

Y ou can perform each of the following sponsor information sheet tasks
throughout the program year:

Sponsor Information Sheet
Statuses

Task Description Page
Submit a new sponsor information sheet for the program year (as part 13
of your enrollment packet)

Correct sponsor information sheet input errors 16
Update a sponsor information sheet that the OPI has returned for 32
correction

Revise an approved sponsor information sheet 36

The CNPweb assigns a status to your sponsor information sheet and
displays the status on SPONSOR SUMMARY —APPLICATIONS page. The
statusidentifies the location of the sponsor information sheet in the
creation and approval process.

The CNPweb uses the same statuses to track all forms in your
sl enrollment packet. For more information about application form
statuses, see “Packet and Form Statuses” on page 10.

Montana Office of Public Instruction — April 2005 Enrollment Packet - 12
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The following table identifies the actions you can take on a sponsor
information sheet based on its status.

Submit a Sponsor
Information Sheet

Status View Edit Delete Revise
Errors u ] u

Pending Submission u [ | [ |

Pending Approval u

Needs Correction u u [

Approved u [ |

To create your organization’s annual Summer Food Service Program
sponsor information sheet for the upcoming program year through your
enrollment packet:

Step 1: Display the SPONSOR SUMMARY page.

For more information, see “Access the Sponsor
e Summary Page” on page 2.

The CNPweb displays the SPONSOR SUMMARY —

PACKET page.
[ T R
v v P Tice P 1c e
Montana Office of Public Instruction (}fgﬂb‘
School Nutrition Programs N
- Summer Food Service Program Programs Logoff
Applications Advances Claims Maintenance Resources
Home = Application Meny = Sponsor Summary
Program Year: 2004 Sponsor: 35-4939.Dayton K-12 Schools
[
Sponsor Summary Dayton K-12 Schools (35-4939)
Packet Applications Claims Users
leq On-Line Forms Status
1 % Sponsot Information Sheet Incormplete
2 “% Sponsor Budget Form Incomplete
3 % Site Inforrnation Sheet 0 of 4 Incormplete
El

Screen 10: An example of the Sponsor Summary — Packet page before creating a
sponsor information sheet for this program year.

Step 2: Click the APPLICATIONS page.

The CNPweb displays the SPONSOR SUMMARY —
APPLICATIONS page.

Montana Office of Public Instruction — April 2005 Enrollment Packet - 13
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[ |
Montana Office of Public Instruction < Dm'
Wi
School Nutrition Programs Summer Food Service Pragram oD
Applications Advances Claims Maintenance Resources
Home = Application Menu = Sponsor Summary
Program Year: 2004 Sponsor: 35-4939-Davyton K-12 Schools
Bot F =]
Sponsor Summary Dayton K-12 Schools (35-4939)
Packet Applications Claims Payments
Sponsor Info Sheet Mo Information Sheet Add
Sponsor Budget Mo Budget Shest
Site Info Sheet
35-4929 Dayton Elementary School Mo Information Sheet
35-4968 Dayton High School Mo Information Sheet
35-4951 Dayton Middle School Mo Information Sheet
35-4965 Flathead Elermentary School Mo Information Sheet
El
Screen 11: An example of the Sponsor Summary — Applications page before

Step 3:
Step 4

submitting a sponsor information sheet.

The CNPweb requires that you submit your
organization’s sponsor information sheet before
you can submit any other applications. The Add
option is only available for the sponsor information
sheet at this time.

L ocate the sponsor information sheet in the list.
Click ADD.

The CNPweb displays the SPONSOR INFORMATION
SHEET.

Se

Montana Office of Public Instruction
} Nutrition Program

Applications Advances Claims Maintenance Resources
Home = Application Menuy = Sponsor Summary = Sponsor Info

Summer Food Service Program Programs Logoff

Program Year: 2004 Sponsor: 35-4939.Dayton K-12 Schools

SFSP

hantana Office of Public Instruction

]

(35-4939)

Sponsar Information Sheet
Dayton K-12 Schools

2003-2004 Program Year
Pending Submission
New Application

Site Enrollment Statistics

Tatal Sites: 0

Breakfast ADP: 0

Mailing Address

Ab Snack ADP: O Lunch ADP: O Fit Snack ADP: 0 Supper ADP: O

Street Address

(1) Addr: | @ Addrt: |
@) Adde2: | 7 Addiz: |
@ Gity: | @ City: |
@ Stale; [MT =] & Zip Code: || @) State: [MT = oo ZipGode: [ |

(111 County -I

Screen 12:

An example of the Sponsor Information Sheet before adding any
information.

Montana Office of Public Instruction — April 2005
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Step 5: Complete the SPONSOR INFORMATION SHEET.

If you need assistance in completing these forms,
e contact the OPI.

Step 6: Click SuBMmIT.
The CNPweb checks your sponsor information sheet for
input errors.

Step 7: If errors are found, the CNPweb displays the SPONSOR
INFORMATION SHEET — POST CONFIRMATION page with

the error detection message.
| B e
Montana Office of Public Instruction (}"J
web™
School Nutrition Programs N
- Summer Food Service Program Programs Logoff
Applications Advances Claims Maintenance Resources
Home > Application Menu = Sponsor Summary = Sponsor Info
Program Year: 2004 Sponsor: 35-4939.Dayton K-12 Schools
— =
Confirmation
The Sponsor Information Sheet was posted to the datebase with a status of Errors Detected
The form entered failed to pass the edit process because of either incomplete or improper information. These errors
rust be corrected befare the form can be approved by DPS. Please retumn to the entry form to review the errors and
rnake the necessary coractions.
Click HERE to go to the Sponsor Information Sheet Listing or select another aption from the menu above.
[

Screen 13: An example of the Sponsor Information Sheet — Post Confirmation
page showing the error detection message.

For more information, see “Form Input Errors” on
e page 16.

Step 8: If no errors are found, the CNPweb displays SPONSOR
INFORMATION SHEET — POST CONFIRMATION page with
the pending submission status message.

[ T
Montana Office of Public Instruction (}P
web™
School Nutrition Programs N
- Summer Food Service Program Programs Logoff
Applications Advances Claims Accounting Maintenance Resources
Home = Application Menu = Form Status = App Status = Sponsor Info
Program Year: 2004 Sponsor: 35-4939-Davyton K-12 Schools
Post Confirmation B
The Sponser Information Sheet was posted to the datebase with a status of Pending Submission
Wyhen you have completed entering all of the forms required, please submit them ta OPI for final approval
Click HERE to go to the Sponsor Information Sheet Listing or select another aption from the menu above.
El

Screen 14: An example of the Sponsor Information Sheet — Post Confirmation
showing the pending submission status message.

Montana Office of Public Instruction — April 2005
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When you submit your sponsor information sheet, even if it contains
sl errors, the CNPweb updates your packet.

For more information, see “Sponsor Summary — Packet Page ” on
page 8.

Form Input Errors

Each time you submit a Summer Food Service Program form to the
CNPweb, the CNPweb checks your form for input errors. If errors are
found, you are required to fix them and resubmit the form.

If you are preparing to submit your enrollment packet, it cannot be
submitted to the OPI until all application forms are complete and
error-free.

If you are making arevision to an approved application form, the
revision must be complete and error free.

If you are preparing your origina reimbursement claim or revising a
paid reimbursement claim, the claim must be complete and error
free.

To help you submit forms without errors, the CNPweb provides the
following features:

The CNPweb notifies you immediately after you submit aform with
errors.

You are told when you submit a new form or claim that contains
e input errors.
You are also told if you make changes to a previously submitted

form or claim and the changes create input errors.

The CNPweb assigns the ERRORS status to every form or claim that
contains errors. Thisway, you can easily identify if aform requires
additional work because of errors.

The CNPweb marks each error to help you to correct each error. The
error messages identify the exact field that contains the error, and
explain what caused the error.

The error messages provide a method to move to the next error on an
information sheet. This helps you quickly locate and resolve the
errors throughout the form.

This training manual contains examples of error messages for
e the forms and claims you must submit.

If you submit aform or claim and receive the POST CONFIRMATION
ERRORS DETECTED message, You can choose to correct the errors
immediately, or you can return to the CNPweb at a later time to correct
them.
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You use the same procedure to correct input errors on any type of
form, including:

B Sponsor Information Sheet
B Site Information Sheet

B Sponsor Budget.

B Reimbursement Claims

To correct aform with input errors:

Step 1: At the POST CONFIRMATION ERRORS DETECTED page,
click to open the Listings page.
The exact Listing page name depends on the type
e of form you are working on.
OR
If you need to correct an error in an application form,
display the SPONSOR SUMMARY —PACKET page and
click the APPLICATIONS tab to display the SPONSOR
SUMMARY —APPLICATIONS page.
For more information, see “Access the Sponsor
e Summary Page” on page 2.
OR
If you need to correct an error in areimbursement claim,
display the SPONSOR SUMMARY — PACKET page and
click the CLAIMS tab to display the SPONSOR SUMMARY
—CLAIMS page.
The CNPweb displays the appropriate page.
T T N
Montana Office of Public Instruction (}Bm_
RS TR T Summer Food Service Program Programs Logoff
Applications Advances Claims Maintenance Resources
Home = Application Menu = Sponsor Summary
Program Year: 2004 Sponsor: 35-4939-Davyton K-12 Schools
E
Sponsor Summary Dayton K-12 Schools (35-4939)
Packet Applications Claims Payments Users
Farm MNarme Revision | Status | Date Approved Action
Sponsor Info Sheet u] Errars
Site Info Sheet
35-4928  Dayton Elementary School Mo Information Sheet Add
35-4968 Dayton High School Mo Infarmation Sheet Add
35-4951  Dayton Middle School Mo Information Sheet Add
35-4965  Flathead Elementary School Mo Information Sheet Add
El

Screen 15:

An example of the Sponsor Summary — Applications page showing
sponsor information sheet with errors.

Montana Office of Public Instruction — April 2005
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Step 2: Locate the desired form with ERRORS status from the list
on the page.

You can select any form on this page that has the
e Errors status.

Step 3: Click EDIT.

The CNPweb displays the selected page with error
messages visible.

| s T
Montana Office of Public Instruction ()BM_

School Nutrition Programs

Summer Food Service Program Programs Logoff

Applications Advances Claims Maintenance Resources

Home = Application Menu = Sponsor Summary = Sponsor Info

Program Year: 2004 Sponsor: 35-4939-Davyton K-12 Schools

-

SFSP Montana Office of Public Instruction

Sponsor Information Sheet
2003-2004 Program Year

Dayton K-12 Schools Ettors
(35-4939) Revision 0

Validation Errors

Information entered did not pass all of the validation rules associated with this form. Please review the following
messages for detailed information concerning the error and its severity. Messages with a severity of "1" must be
corrected before this form can be processed. A severity of "2 indicates some information may be missing or
incomplete but the form can be processed as is. You can scroll down to see where the errors occurred or click on
a section number below to jurnp directly to the appropriate section.

GotoSection: 1 3 5 B 7

El
Screen 16: An example of the Sponsor Information Sheet with input error message
visible.
Step 4: Make all appropriate changes to the form.
Step 5: Scroll to the bottom of the form.
e E— o i)

Montana Office of Public Instruction ()BM_

School Nutrition Programs

Summer Food Service Program Programs Logoff

Applications Advances Claims Maintenance Resources

Home = Application Menu = Sponsor Summary = Sponsor Info

Program Year: 2004 Sponsor: 35-4939-Davyton K-12 Schools

C.  Failure to retum to the State Agency any start-up or advance payments which exceeded the amount earmed for El
senving meals in accordance with this part, or failure to submit all claims for reimbursement in any prior year,
provided that failure to return any advance payments for months for which claims for reimbursement are under
dispute from any prior year will not be grounds for disapproval in accordance with this paragraph

(23] General Comments:

Created By: 12345 Date Createct 452005 Moclified By: 12345 Date Modified: 4672005

Submitl Cancel |

g

Screen 17: An example of the Sponsor Information Sheet showing the Submit
button.

Step 6: If necessary, check the box above the SUBMIT button.
Step 7: Click SuBMmIT.
The CNPweb checks your form for input errors.
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Step 8: If errors are found, the CNPweb displays the POsT
CONFIRMATION — ERRORS DETECTED page for your
form.

From here, you must correct all errors on the form
e and resubmit the form. You must repeat this
process until all errors have been resolved.

| B e
Montana Office of Public Instruction 2
School Nutrition Program el
oo o R S Summer Food Service Program Programs Logoff
Applications Advances Claims Maintenance Resources
Home > Application Menu = Sponsor Summary = Sponsor Info
Program Year: 2004 Sponsor: 35-4939.Dayton K-12 Schools
— =
onfirmation
The Sponsor Information Sheet was posted to the datebase with a status of Errors Detected
The form entered failed to pass the edit process because of either incomplete or improper information. These errors
rust be corrected befare the form can be approved by DPS. Please retumn to the entry form to review the errors and
rnake the necessary coractions.
Click HERE to go to the Sponsor Information Sheet Listing or select another aption from the menu above.
[

Screen 18: An example of the Sponsor Information Sheet — Post Confirmation
page showing the error detection message.

For more information, see Form Input Errors” on
e page 16.

Step 9: If no errors are found on the application form, the
CNPweb displays the POST CONFIRMATION page with
the PENDING SUBMISSION status message.

If you submit a revision that contains no errors, the
sl CNPweb assigns the Pending Approval status and

displays the Sponsor Information Sheet — Post

Confirmation page with the pending approval

status.
[ T
Montana Office of Public Instruction (}P
web™
School Nutrition Programs N
- Summer Food Service Program Programs Logoff
Applications Advances Claims Accounting Maintenance Resources
Home = Application Menu = Form Status = App Status = Sponsor Info
Program Year: 2004 Sponsor: 35-4939-Davyton K-12 Schools
Post Confirmation B
The Sponser Information Sheet was posted to the datebase with a status of Pending Submission
Wyhen you have completed entering all of the forms required, please submit them ta OPI for final approval
Click HERE to go to the Sponsor Information Sheet Listing or select another aption from the menu above.
El

Screen 19: An example of the Sponsor Information Sheet — Post Confirmation
page showing the pending status message.
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If you are working on your enrollment packet and it has not been
sl approved, the CNPweb places this updated form in your packet.

If your packet has been approved and you are submitting a revision,
the CNPweb submits your edited form to the OPI for review and
approval.

Step 10:  If no errors are found on the reimbursement form, the
CNPweb displays the SPONSOR CLAIM SUMMARY page.

If you submit a revision that contains no errors, the

sl CNPweb assigns the Pending Approval status and
displays the appropriate Post Confirmation page
with the pending approval status.

T T
Montana Office of Public Instruction (}’D
web™

School Nutrition Programs

‘Summer Food Service Program

Programs Logoff

Applications Advances Claims Maintenance Resources
Home > Application Menu » Sponsor Summary > Sponsor Claim

Program Year: 2005 Sponsor: 35-4939-Dayton K-12 Schools

-

SFSP Mantana Office of Public Instruction
Sponsor Claim Summary

Dayton K-12 Schools June 2005
35-4939 Pending Submission
Submitted by on Original Claim

Reimbursable Meal Counts

Meals Served To Breakfast Lunch Supper  AM Snack  PM Snack

Eligible Children (15t Meal) 4501 450 0 4,501 ]

Eligible Children (2nd Meal) a 0 0 ] a

2nd Meals Allowed (2% of 1s1) 1] 0 0 0 o

Total Meals Served 4,501 4,501 0 4,501 0

Total Meals Allowed 4,501 4,501 0 4,501 0 5
|@'] Dane F’i’ile Internet v

Screen 20: An example of the Sponsor Claim Summary showing the pending
status.

The CNPweb provides you with details about each input error to help

Validation Error Messages you correct the form and successfully submit it.

At the top of the form, the CNPweb displays the VALIDATION ERRORS
message. This message describes the two types of error messages, and
provides alisting of the form sections that contain input errors.

Validation Errors

Information entered did not pass all of the validation rules associated with this form. Please review the following
messages for detailed information concerning the error and its severity. Messages with a severity of "1" must be
corrected before this form can be processed. A severity of "2" indicates some information may be missing or
incomplete but the form can be processed as is. You can scroll down to see where the errors occurred or click on
a section number below to jump directly to the appropriate section.

GotoSection: 1 3 5 6 7

Screen 21: An example of the Sponsor Information Sheet Validation Errors
message showing errors in sections 1, 3, 4,5, 6 and 7.

You can scroll through the form to locate the first error, or you can
e click the section numbers to jump directly to a section.
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When you view a section of aform with input errors, the CNPweb
provides you with details about each input error within the section.

Section 5 - Validation Errors

Field Mo. | Severity Description
B1A 1 At least 1 Site Personnel Training Session date is required.
Goto Section: 5 B 7

Screen 22: An example of the Sponsor Information Sheet Validation Errors
message for a form section showing one error in this section.

The section validation error message provides the following information
about each input error in this section:

Status Description

Field Number Provides the field number where the error occurs. Each field
on this form has a unique field number.
Severity The severity of the error is rated as 1 or 2.

B Severity 1 — errors must be corrected before the form will
be submitted for approval.

W Severity 2 — errors that do not prevent the form from being
submitted for approval.

All errors should be corrected on this form.

Description A statement of the error condition, with information designed
to help you fix the error.

When you view afield that contains an input error, the CNPweb provides
you with details about that error.

kN Yes O Mo Does the applicant arganization provide any ongaing, year-round service
[¥ear Round Service chaice is required, ity? i.e., public education, recreation, family counseling, etc.

Screen 23: An example of a field error number showing the error description.

The CNPweb also marks each field with an input error. Thefield
number appearsin red.

If you place your mouse over the field number, the CNPweb displays
orirh the error description text.

Site Information Sheet

At the start of the program year, each sponsor must submit one or more
site information sheets as part of the Summer Food Service Program
enrollment packet. The site information sheet describes a site and how it
participates in the SFSP.

Your organization must submit a separate site information sheet for
e each site that participates in the SFSP.

The CNPweb prepares alist of sites that require site information sheets
based on the information you provided to the OPI about your
organization’s sites. The CNPweb submits your entire packet to the OPI

Montana Office of Public Instruction — April 2005 Enrollment Packet - 21



Summer Food Service Program Sponsor Training Manual c*j

wedb

for review and approval once you have completed all of the components
for your enrollment packet.

Y ou can make changes to your site information sheets as necessary
throughout the program year. The OPI reviews and approves each
change, and the CNPweb keeps a copy of each approved version of each
site information sheet.

Y ou can perform each of the following site information sheet tasks
throughout the program year:

Site Information Sheet
Statuses

Task Description Page
Submit a new site information sheet for the program year (as part of 22
your enrollment packet)

Correct site information sheet input errors 16
Update a site information sheet that the OPI has returned for 32
correction

Revise an approved site information sheet 36

The CNPweb assigns a status to each site information sheet and displays
the status on SPONSOR SUMMARY —APPLICATIONS page. The status
identifies the location of a site information sheet in the creation and
approval process.

The CNPweb uses the same statuses to track all forms in your
e enrollment packet. For more information about application form
statuses, see “Packet and Form Statuses” on page 10.

The following table identifies the actions you can take on a site
information sheet based on its status.

Submit a Site Information
Sheet

Status View Edit Delete Revise
Errors u ] u

Pending Submission u [ | [ |

Pending Approval u

Needs Correction u u [

Approved u [ |

To create each Summer Food Service Program site information sheet for
the upcoming program year through your enrollment packet:

Step 1: Display the SPONSOR SUMMARY page.

For more information, see “Access the Sponsor
e Summary Page” on page 2.

The CNPweb displays the SPONSOR SUMMARY —
PACKET page.
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[
Montana Office of Public Instruction (}"J
web™
School Nutrition Programs N
- Summer Food Service Program Programs Logoff
Applications Advances Claims Maintenance Resources
Home = Application Meny = Sponsor Summary
Program Year: 2004 Sponsor: 35-4939.Dayton K-12 Schools
Bot , |
Sponsor Summary Dayton K-12 Schools (35-4939)
Packet Applications Claims Payments. Users
On-Ling Fo 0 us
1 % Sponsot Information Sheet Pending Submission
2 % Site Inforrmation Sheet 0 of 4 Incomplete
E

Screen 24:

Step 2:

An example of the Sponsor Summary — Packet page before creating
any site information sheets for this program year.

Click the APPLICATIONS page.

The CNPweb displays the SPONSOR SUMMARY —
APPLICATIONS page.

[ | T
Montana Office of Public Instruction ()P
web™
School Nutrition Programs N
Summer Food Service Program Programs Logoff
Applications Advances Claims Maintenance Resources
Home = Application Menu = Sponsor Summary
Program Year: 2004 Sponsor: 35-34933-Dayton K-12 Schools
Bot P =]
Sponsor Summary Dayton K-12 Schools (35-4939)
Packet Applications Claims Paymen Users
s | Action ]
Sponsor Info Sheet Pending Submission Wiew Edit Delete
Site Info Sheet
35-4928 Dayton Elementary School Mo Information Sheet Add
35-4968 Dayton High School Mo Information Sheet Add
35-4951 Dayton Middle School Ma Information Sheet Add
35-4965 Flathead Elementary School Mo Infarmation Sheet Add
El

Screen 25:

Step 3:

Step 4:

An example of the Sponsor Summary — Applications page before
submitting a site information sheet.

Locate the desired sitein the list.

If the desired site doesn’t appear on the list, it
means that the OPI doesn’t expect that site to
participate in the SFSP. Contact the OPI if you
have a site that participates in the SFSP that
doesn’t appear in this list.

Click ADD.
The CNPweb displays the SITE INFORMATION SHEET for
the selected site.

Montana Office of Public Instruction — April 2005
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| a
Montana Office of Public Instruction le, 2}
web™
School Nutrition Programs

Summer Food Service Program Programs Logoff

Applications Advances Claims Maintenance Resources
Home = Application Menu = Sponsor Summary = Site Info

Program Year: 2005 Sponsor: 35-4939-Davyton K-12 Schools

-

SFSP Maontana Office of Public Instruction
Site Infarmation Sheet

Dayton K-12 Schools (35-4539)
Dayton Elementary School 2004-2005 Program Year
(35-4929) Pending Submission

New Application

Mailing Address Site Street Address
(1) Addrt: [ o Addrt: |
) Adde2: | @ addiz: |
(31 City: | (81 City: |

(41 State: |MT 'I (=) Zip Code I (8) State: |MT = (101 Zip Code I
(1) County vl

[T Check here to copy Mailing Address to Street Address

El

Screen 26: An example of the site information sheet for a site before adding any
information.

Step 5: Complete the SITE INFORMATION SHEET.

If you need assistance in completing these forms,
e contact the OPI.

Step 6: Click SuBMmIT.
The CNPweb checks your site information sheet for
input errors.

Step 7: If errors are found, the CNPweb displays the SITE
INFORMATION SHEET — POST CONFIRMATION page with

the error detection message.
| B e
Montana Office of Public Instruction (}"J
web™
School Nutrition Programs N
- Summer Food Service Program Programs Logoff
Applications Advances Claims Maintenance Resources
Home = Application Menu = Sponsor Summary = Site Info
Program Year: 2005 Sponsor: 35-4939.Dayton K-12 Schoals
— =
onfirmation
The Site Information Sheetwas posted to the datebase with a status of Errors Detected.
The form entered failed to pass the edit process because of either incomplete or improper information. These errors
rust be corrected befare the form can be approved by DPS. Please retumn to the entry form to review the errors and
rnake the necessary coractions.
Click HERE to go to the Site Information Sheet Listing or select another option frorm the menu above.
El

Screen 27: An example of the Center Information Sheet — Post Confirmation page
showing the error detection message.

For more information, see “Form Input Errors” on
P page 16.
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Step 8: If no errors are found, the CNPweb displays the SITE
INFORMATION SHEET — POST CONFIRMATION page with
the pending submission status message.

[ T
Montana Office of Public Instruction (}"J
web™
School Nutrition Programs N
- Summer Food Service Program Programs Logoff
Applications Advances Claims Maintenance Resources
Hotme = Application Menu = Sponsor Summary = Site Infa
Program Year: 2005 Sponsor: 35-4939.Dayton K-12 Schools
— =
Post Confirrnation
The Site Information Sheetwas posted to the datebase with a status of Pending Submission.
Wyhen you have completed entering all of the forms required, please submit thern ta OP| for final approval
Click HERE to go to the Site Information Sheet Listing or select another option from the menu above
|

Screen 28: An example of the Site Information Sheet — Post Confirmation page
showing the pending submission status message.

If you have successfully submitted all forms in your sponsor enrollment
sl packet, you may be ready to submit your packet. For more
information, see “Packet Preparation” on page 28.

Step 9: Repeat Step 1 through Step 8 for each remaining site.

Sponsor Budget

At the start of the program year, your organization may be required to
submit a budget as part of your Summer Food Service Program
enrollment packet. 1f required, you must complete your budget as part of
your enrollment packet.

The CNPweb submits your entire packet to the OPI for review and
approval once you have completed all formsin your enrollment packet.

Y ou can make changes to your budget as necessary throughout the
program year. The OPI reviews and approves each change, and the
CNPweb keeps a copy of each approved version of the budget..

Y ou can perform each of the following budget tasks throughout the

program year:
Task Description Page
Submit a new sponsor budget for the program year (as part of your 26
enrollment packet)

Correct sponsor budget input errors 16
Update a sponsor budget that the OPI has returned for correction 32
Revise an approved sponsor budget 36
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The CNPweb assigns a status to your budget and displays the status on
SPONSOR SUMMARY —APPLICATIONS page. The status identifies the
location of the budget in the creation and approval process.

The CNPweb uses the same statuses to track all forms in your
e enrollment packet. For more information about application form
statuses, see “Packet and Form Statuses” on page 10.

The following table identifies the actions you can take on a budget based
on its status.

Submit a Sponsor Budget

Status View Edit Delete Revise
Errors u ] u
Pending Submission | [ | [ |
Pending Approval [ |
Needs Correction u u u
[ [

Approved

To create your organization’s annual Summer Food Service Program
sponsor budget for the upcoming program year:

Step 1: Display the SPONSOR SUMMARY page.

For more information, see “Access the Sponsor
e Summary Page” on page 2.

The CNPweb displays the SPONSOR SUMMARY —
PACKET page.

[ | 0 s
Montana Office of Public Instruction (}fgﬂb‘

School Nutrition Programs

Summer Food Service Program Programs Logoff

Applications Advances Claims Maintenance Resources
Home = Application Meny = Sponsor Summary

Program Year: 2005 Sponsor: 35-4939.Dayton K-12 Schools

-

Dayton K-12 Schools (35-4939)
Payments Users
Count/Date

Sponsor Summary
Packet Applications Claims

Reg

1 % Sponsot Information Sheet

On-Line Forms Description

Pending Submission
Incormplete
Pending Submission

2 “% Sponsor Budget Form
3 % Site Inforrnation Sheet 4 of 4

El

An example of the Sponsor Summary — Packet page before creating a
budget for this program year.

Click the APPLICATIONS tab.

The CNPweb displays the SPONSOR SUMMARY —
APPLICATIONS page.

Screen 29:

Step 2:

Montana Office of Public Instruction — April 2005
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| ool
Montana Office of Public Instruction < Dm'
School Nutrition Programs Summer Food Service Pragram oD
Applications Advances Claims Maintenance Resources
Home = Application Menu = Sponsor Summary
Program Year: 2005 Sponsor: 35-4939-Davyton K-12 Schools
Bot F =]
Sponsor Summary Dayton K-12 Schools (35-4939)
Packet Applications Claims Paymen Users
Faorm Narme ) Action
Sponsor Info Sheet Pending Submission
Sponsor Budget Mo Budget Shest Add
Site Info Sheet
35-4928 Dayton Elementary School 0 Pending Submission Wiew Edit Delete
35-4968 Dayton High School o Pending Submission View Edit Delete
35-4951 Dayton Middle School 0 Pending Submission Wiew Edit Delete
35-4965 Flathead Elementary School 0 Pending Submission Yiew Edit Delete
El
Screen 30: An example of the Sponsor Summary — Applications page before
creating a budget.
Step 3: Locate the budget in the list.
Step 4: Click ADD.
The CNPweb displays the SPONSOR BUDGET form.
| o) T
Meontana Office of Public Instruction Cl Dm,

Schoal Nutrition P

Applications Adwvances Claims Maintenance Resources

Home = Application Menu = Sponsor Summary = Sponsor Budget

m

Summer Food Service Program Programs Logoff

Program Year: 2005 Sponsor: 35-4939-Dayton K-12 Schools

SFSP

-

Montana Office of Public Instruction

Sponsor Budgst

(35-4939)

Dayton K-12 Schools

2004-2005 Prograrm Year
Pending Subrission
New Application

Staffing Plan

(1

(4]

Title of Position

w1 of
) DR |

Hours
#of P olun Hourly Rate il Total Wages for

day on Program Duties
Staff teer Only Prograrm

Food Days

Service

) (F) (@

] |
[ |

(E) (] (E) (Hy

=
=

Screen 31:

Step 5:

Step 6:

Step 7:

An example of the Sponsor Budget page before adding any
information.

Complete the SPONSOR BUDGET.

If you need assistance in completing the form,

i, contact the OPI.

Click SuBMIT.

The CNPweb checks your sponsor budget for input
errors.

If errors are found, the CNPweb displays the SPONSOR
BUDGET —POST CONFIRMATION page with the error
detection message.
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[ |
Montana Office of Public Instruction le, 2}
School Nutrition Programs web-
4 i -0 Summer Food Service Program Programs Logoff
Applications Advances Claims Maintenance Resources
Home = Application Menu = Sponsor Summary = Sponsor Budget
Program Year: 2005 Sponsor: 35-4939-Davyton K-12 Schools
— =
Fost Confirmation
The Sponser Budgetwas posted to the datebase with a status of Errors Detected.
The farm entered failed to pass the edit process because of either incornplete or improper inforrnation. These errors
rnust be corrected before the form can be approved by DPS. Please return to the entry form to review the errars and
rnake the necessary corections
Click HERE to go to the Sponsor Budget Listing or select another option from the menu above.
El

Screen 32: An example of the Sponsor Budget — Post Confirmation page showing
the error detection message.

For more information, see “Form Input Errors” on
e page 16.

Step 8: If no errors are found, the CNPweb displays SPONSOR
BUDGET —PosT CONFIRMATION page with the pending

submission status message.
[ T
Montana Office of Public Instruction (}P
web™
School Nutrition Programs N
- Summer Food Service Program Programs Logoff
Applications Advances Claims Maintenance Resources
Home = Application Menu = Sponsor Summary = Sponsor Bucdget
Program Year: 2005 Sponsor: 35-4939-Davyton K-12 Schools
Post Confirmation B
The Sponser Budget was posted to the datebase with a status of Pending Submission
Wyhen you have completed entering all of the forms required, please submit them ta OPI for final approval
Click HERE to go to the Sponsor Budget Listing or select another option fror the menu above.
El

Screen 33: An example of the Sponsor Budget — Post Confirmation page showing
the pending submission status message.

If you have successfully submitted all forms in your enrollment packet,
e you may be ready to submit your packet. For more information, see
“Packet Preparation” on page 28.

Packet Preparation

After completing all components of your organization’s Summer Food
Service Program enrollment packet, you are ready to submit your packet
to the OP.

Before you submit your packet, you must review the status of each
application form to make sure your packet isready. Y ou cannot submit
your packet until:
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B Your sponsor information sheet has the PENDING SUBMISSION status.

B All siteinformation sheets have the PENDING SUBMISSION status.

B Your sponsor budget has the PENDING SUBMISSION status (if
required for your organization).

Once you submit your packet, you cannot make changes to your
e forms until they are approved by the OPI. Make sure they are
complete and accurate before you submit them.

Review Your Packet To review your enrollment packet:
Step 1: Display the SPONSOR SUMMARY page.

For more information, see “Access the Sponsor
e Summary Page” on page 2.

The CNPweb displays the SPONSOR SUMMARY —

PACKET page.
| o T
v - P e 2. 1 a1 v,
Montana Office of Public Instruction f’faﬂ,-
School Nutrition Programs M
Summer Food Service Program Programs Logoff
Applications Advances Claims Maintenance Resources
Home = Application Menu = Sponsor Summary
Program Year: 2005 Sponsor: 35-4939-Davyton K-12 Schools
Sponsor Summary Dayton K-12 Schools (35-4939)
Packet Applications Claims Payments Users
b On-Line Forms Description Count/Date Status
1 % Sponsar Information Sheet Pending Subrnission
2 % Sponsor Budget Form Pending Submission
3 %  Site Information Sheet 4 of 4 Pending Subrnission
[ Check here and click on the "Submit” button below to submit forms to the State for Approval.
(Once the forms have been submitted to the State Agency | no additional changes can be made prior to Approval )
Subrnit
E

Screen 34: The Sponsor Summary — Packet page showing all required types of
forms with the Pending Submission status.

Step 2: Make sure that all required types of forms for your
organization have the PENDING SUBMISSION Status.

If one or more do not have the Pending Submission
sl status, you must review the individual forms and
get them to the Pending Submission status.

B For more information, see “Sponsor Information
Sheet” on page 12.

B For more information, see “Site Information
Sheet” on page 21.

B For more information, see “Sponsor Budget” on
page 25.

Step 3: Click the APPLICATIONS page.

The CNPweb displays the SPONSOR SUMMARY —
APPLICATIONS page.
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[
Montana Office of Public Instruction (}"J
web™
: ol Nutrition P v "
Summer Food Service Program Programs Logoff
Applications Advances Claims Maintenance Resources
Home = Application Meny = Sponsor Summary
Program Year: 2005 Sponsor: 35-4939.Dayton K-12 Schools
Sponsor Summary Dayton K-12 Schools (35-4939)
Packet Applications Claims Payments Users
n 5 Action
Sponsor Info Sheet 0 Pending Submission Yiew Edit Delete
Sponsor Budget 1] Pending Submission Wiew Edit Delete
Site Info Sheet
35-4928 Dayton Elementary School 1] Fending Submission Wiew Edit Delete
35-4968 Dayton High School 1] Pending Submission “Wiew Edit Delets
35-4951 Dayton Middle School 0 Pending Submission Wiew Edit Delete
35-4965 Flathead Elementary School 0 Pending Submission “iew Edit Delete
E

Screen 35:
Step 4:

Step 5:

An example of the Sponsor Summary — Applications page showing all
individual forms with the Pending Submission status.

View each of the application forms to make sure that
they are complete and accurate (if necessary).
Click the PACKET page.

The CNPweb displays the SPONSOR SUMMARY —
PACKET page.

School Nutrition |

Montana Office of Public Instruction

Applications Adwvances Claims Maintenance Resources
Home = Application Menu = Sponsor Summary

N,

Programs Logoff

J

1ms

Summer Food Service Program

Program Year: 2005 Sponsor: 35-4939-Davyton K-12 Schools

@

e

Sponsar

(ISR

o

Sponsor Summary

Packet Application: Claims Payments Users

Site Information Sheet

™ Check here and click on the "Submit” button below to submit forms to the State for Approval.

(Once the forms have been submitted to the State Agency, no additionsl chanoes can be made prior to Approval )

E
Dayton K-12 Schools (35-4939)

Pending Submission
Budget Form Pending Subrigsion

40of 4 Pending Submission

Submit

E

Screen 36:

The Sponsor Summary — Packet page showing all required types of
forms with the pending submission status.

Once you submit your packet, you cannot make
changes to your forms until they are approved by
the OPI. Make sure they are complete and
accurate before you submit them.
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To submit your enrollment packet to the OPI for approval:

Step 1

Display the SPONSOR SUMMARY page.

For more information, see “Access the Sponsor
e Summary Page” on page 2.

The CNPweb displays the SPONSOR SUMMARY —

PACKET page.

[ v
Montana Otffice of Public Instruction

School Nutrition Programs

Applications Adwvances Claims Maintenance Resources
Home = Application Menu = Sponsor Summary

Summer Food Service Program

Programs Logoff

Program Year: 2005

Sponsor: 35-4939-Davyton K-12 Schools

Sponsor Summary
Packet Applications Claims Payments

i On-Line Forms Description Court/Date
1 % Sponsor Information Sheet
2 % Sponsor Budget Form
3 % Site Information Sheet 4 of 4

Dayton K-12 Schools (35-4939)

-

us

Pending Submission
Pending Subrigsion
Pending Submission

™ Check here and click on the "Submit” button below to submit forms to the State for Approval.

(Once the forms have been submitted to the State Agency, no additionsl chanoes can be made prior to Approval )

Submit

E

Screen 37: The Sponsor Summary — Packet page showing all required forms with
the pending submission status.

The Submit button appears when all forms have
sl the Pending Submission status.

Step 2: Check the box above the SumIT button.

Once you submit your packet, you cannot make

sl changes to your forms until they are approved by
the OPI. Make sure they are complete and
accurate before you submit them.

For more information, see “Review Your Packet” on
page 29.

Step 3: Click SuBMmIT.

The CNPweb submits your packet to the OPI for
approval and displays the SPONSOR SUMMARY —
PACKET page with updated status information.
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[ |
Montana Office of Public Instruction < Dm'
wi
School Nutrition Programs Summer Food Service Pragram oD
Applications Advances Claims Maintenance Resources
Home = Application Menu = Sponsor Summary
Program Year: 2005 Sponsor: 35-4939-Davyton K-12 Schools
Bot P =]
Sponsor Summary Dayton K-12 Schools (35-4939)
Packet Applications Claims
0 On-Line Fo tion Status
1 % Sponsor Information Sheet Pending Appraval
2 % Sponsor Budget Form Pending Approval
3 % Site Inforrmation Sheet 4 of 4 Pending Appraval
4 Forms Subrnitted to State for Approval 472005 Pending Approval
E

Screen 38: An example of the Sponsor Summary — Packet page after submitting
your packet to the OPI for approval.

Packet Corrections

Occasionaly, the OPI will return one or more of the formsin your
Summer Food Service Program packet for correction. When this
happens, you must correct the forms and resubmit your packet to the OPI

for approval.

Y ou can tell that forms have been returned by checking the status on the
SPONSOR SUMMARY — PACKET page.

[ | T
Montana Office of Public Instruction < Dm'
wi
School Nutrition Programs Summer Food Service Program s
Applications Advances Claims Maintenance Resources
Home = Application Menu = Sponsor Summary
Program Year: 2005 Sponsor: 35-4939-Davyton K-12 Schools
Bot P =]
Sponsor Summary Dayton K-12 Schools (35-4939)
Packet Applications Claims Payments Users
On-Line Forms ription ; ate Status
1 s Sponsor Information Sheet Pending Appraval
2 % Sponsor Budget Form Pending Appraval
3 % Site Inforrmation Sheet 4 of 4 Incormplete
E

Screen 39: An example of the Sponsor Summary — Packet page showing that one
or more site information sheets have been returned for correction.

The CNPweb identifies the type of application form that needs
e correction by giving it the Incomplete status. For more
information, see “Packet and Form Statuses” on page 10.

Correcting a Returned To correct an application form that has been returned by the OPI:
Form Step 1:  Display the SPONSOR SUMMARY page.

For more information, see “Access the Sponsor
e Summary Page” on page 2.
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The CNPweb displays the SPONSOR SUMMARY —
PACKET page.

Montana Office of Public Instruction

School Nutrition Programs

Applications Advances Claims Maintenance Resources
Home > Application Meny > Sponsor Summary

3.,

Summer Food Service Program Programs Logoff

Program Year: 2005 Sponsor: 35-4939.Dayton K-12 Schoals

ket

% Sponsor
% Sponsor

Sponsor Summary

% Site Information Sheet

El

Dayton K-12 Schools (35-4939)
Claims nts
ation

Applications
On-Line Fon

Information Sheet

Fending Approval

Budget Form

4 of 4 Incomplete

El

Screen 40:

Step 2:

The Sponsor Summary — Packet page showing that one or more site
information sheets have been returned by the OPI for correction.

The CNPweb shows the types of forms that have
been returned with the Incomplete status. For
more information, see “Packet and Form Statuses”
on page 10.

Click the APPLICATIONS tab.

The CNPweb displays the SPONSOR SUMMARY —
APPLICATIONS page.

[ T
Montana Office of Public Instruction ()P
web™
School Nutrition Programs N
Summer Food Service Program Programs Logoff
Applications Advances Claims Maintenance Resources
Home = Application Menu = Sponsor Summary
Program Year: 2005 Sponsor: 35-4939-Davyton K-12 Schools
Bot P =]
Sponsor Summary Dayton K-12 Schools (35-4939)
Sponsor Info Sheet 1] Pending Approval Wi
Sponsor Budget 0 Pending Approval Wiewr
Site Info Sheet
35-4928 Dayton Elementary School 1] Pending Approval ey
35-4968 Dayton High School 1] Meeds Correction Wiew Edit Delete
35-4951 Dayton Middle School 0 Pending Approval Wi
35-4965 Flathead Elementary School o Pending Approval Wigw
|

Screen 41:

Step 3:

An example of the Sponsor Summary — Applications page showing
one site information sheet with the Needs Correction status.

L ocate an application form with the NEEDS CORRECTION
status.

If an individual document has more than one
version, the current version is displayed. For more
information about viewing the entire document
history, see “Sponsor Summary — Applications
Page” on page 9.
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Step 4: Click EDIT.

The CNPweb displays the selected application form.
Step 5: Make all required changes to this application form.
Step 6: Scroll to the bottom of the application form.
Step 7: Click SuBMIT.

The CNPweb checks the updated application form for
input errors.

Step 8: If errors are found, the CNPweb displays the PosT
CONFIRMATION page with the error detection message.

You must correct all input errors before you can

e resubmit your packet to the OPI for approval.
For more information, see “Form Input Errors” on
page 16.

Step 9: If no errors are found, the CNPweb displays the POsT
CONFIRMATION page with the pending submission status
message.

Step 10:  Repeat Step 3 through Step 9 for each application form
with the NEEDS CORRECTION status.

Step 11:  When al forms have been corrected, click the PACKET

page.
The CNPweb displays the SPONSOR SUMMARY —
PACKET page.
| o T
Montana Office of Public Instruction I'e, 2.8
School Nutrition Programs —
= . e Summer Food Service Program Programs Logoff
Applications Advances Claims Maintenance Resources
Home = Application Menu = Sponsor Summary
Program Year: 2005 Sponsor: 35-4939-Davyton K-12 Schools
E
Sponsor Summary Dayton K-12 Schools (35-4939)
Packet Applications Claims Payments Users
0 On-Line Forms B Count/Date :
1 % Sponsar Information Sheet Pending Appraval
2 % Sponsor Budget Form Pending Appraval
3 %  Site Information Sheet 4 of 4 Pending Subrnission
[ Check here and click on the "Submit” button below to submit forms to the State for Approval.
(Once the forms have been submitted to the State Agency | no additional changes can be made prior to Approval )
Subrnit
E

Screen 42: The Sponsor Summary — Packet page showing that all corrections
have been made and the packet is ready for approval.

Step 12:  Check the box above the SuBmIT button.

Once you submit your packet, you cannot make

sl changes to your forms until they are approved by
the OPI. Make sure they are complete and
accurate before you submit them.

For more information, see “Review Your Packet” on
page 29.
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Step 13:  Click SUBMIT.
The CNPweb resubmits your packet to the OPI for
approval and displays the SPONSOR SUMMARY —
PACKET page with updated status information.
| B
Montana Office of Public Instruction 2.,
School Nutrition Programs Summer Food Service Pragram s T
Applications Advances Claims Maintenance Resources
Home > Application Meny > Sponsor Summary
Program Year: 2005 Sponsor: 35-4939.Dayton K-12 Schoals
: _ |
Sponsor Summary Dayton K-12 Schools (35-4939)
Packet Applications Claims Payments Users
orms cripti Count/Date atus
1 * Sponsor Information Sheet Pending Appraval
2 w%  Sponsor Budget Form Pending Appraval
3 % Site Inforrmation Sheet 4 of 4 Pending Approval
4 Forms Subritted to State for Approval 4711/2005 Fending Approval
E
Screen 43: An example of the Sponsor Summary — Packet page after resubmitting

your packet to the OPI for approval.
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Updating Application
Forms

Revision Overview

Y ou can make changes to the application forms in your packet (sponsor

information sheet, site information sheet, and budget) as necessary

throughout the program year. The status of the application form

determines the procedure you use.

B Edit the existing application form — you can make changesto an
existing formif it has not been approved (statuses include ERRORS,
PENDING SUBMISSION, and NEEDS CORRECTION).

B Revisetheexisting application form —you must submit arevision
to the existing form if it has been approved (status APPROVED).

You cannot make changes to an application form with the
e Pending Approval status.

Once an application form has been approved, you must submit aform
revision to the OPI for review and approval. The CNPweb keeps a copy
of each approved version of each application form.

Y ou can revise an approved Summer Food Service Program application
form (sponsor information sheet, site information sheet, and budget)
throughout the program year after your enrollment packet has been
approved. The process for revising is the same for each type of
application form.

When you submit an original application form at the start of the program
year, you submit it as part of your enrollment packet. When you revise
an approved application form during the program year, you submit the
form directly to the OPI, apart from your packet. For thisreason, you
must check abox on the application form to submit the revised
information sheet to the OPI for review and approval. An example of
this checkbox appears below.

When you submit arevised application form, the OPI reviews the form.
They can either approve the revision, or they can send it back to you for
correction.

form. When the revised application form is approved, it remains part

If your revised application form comes back from the OPI as Needs
i, Correction, you must edit it to make the changes and resubmit the
of the form history.
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To revise an approved application form:

Step 1

Display the SPONSOR SUMMARY page.

For more information, see “Access the Sponsor

P Summary Page” on page 2.

The CNPweb displays the SPONSOR SUMMARY —

PACKET page.
| B
Montana Office of Public Instruction 2.,
School Nutrition Programs Summer Food Service Pragram s T
Applications Advances Claims Maintenance Resources
Home > Application Meny > Sponsor Summary
Program Year: 2005 Sponsor: 35-4939-Davyton H-12 Schoals
. . |
Sponsor Summary Dayton K-12 Schools (35-4939)
Packet Applications Claims
On-Line Far i
1 ©  Sponsor Information Sheet
2 s Sponsor Budget Form Approved
3 % Site Information Sheet 4 of 4 Approved
4 Forms Subritted to State for Approval 472005 Approved
5 Farms Approved by the State 4752005 Approved
E
Screen 44: The Sponsor Summary — Packet page showing an approved packet.
Step 2: Click the APPLICATIONS tab.

The CNPweb displays the SPONSOR SUMMARY —
APPLICATIONS page.

| e T
Montana Office of Public Instruction ()P .
School Nutrition Programs L
A = Summer Food Service Program Programs Logoff
Applications Advances Claims Maintenance Resources
Home = Application Menu = Sponsor Summary
Program Year: 2005 Sponsor: 35-4939-Davyton K-12 Schools
Bot F |
Sponsor Summary Dayton K-12 Schools (35-4939)
Packet Claims Payments Users
i Status Date Approved
Sponsor Info Sheet u] Approved A7 2005 “Wiew Revise
Sponsor Budget 0 Approved Af7 2005 Wiew Revise
Site Info Sheet
35-4929  Dayton Elementary School 0 Approved A7 2005 Wiew Revise
35-4958 Dayton High School 0 Approved A/7/2005 “Wiew Revise
35-4951  Dayton Middle School u] Approved A7 2005 Wiew Revise
35-4965  Flathead Elementary School 0 Approved Af7 2005 Yiew Revise
j
Screen 45: An example of the Sponsor Summary — Applications page showing all
approved application forms.
Step 3: L ocate the application form you need to revise in the list.

If an individual document has more than one
version, the current version is displayed. For more
information about viewing the entire document
history, see “Sponsor Summary — Applications
Page” on page 9.
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Step 4: Click ReviISE.

If the Revise option is not available, it means that

orirh this application form has not been approved by the
OPI. You may be able to edit the current version,
or you may have to wait for the OPI to approve the
form before you can make changes.

For more information, see “Packet and Form
Statuses” on page 10.

The CNPweb displays the selected application form.

| e T
Montana Office of Public Instruction Pe 2
welb'

Schoeol Nutrition Programs

‘Summer Food Service Program Programs Logoff

Applications Advances Claims Maintenance Resources
Home > Application Menu = Sponsor Summary = Site Info

Program Year: 2005 Sponsor: 35-4939-Dayton K-12 Schools

SFSP Mantana Office of Public Instruction j

Site Information Sheet
Dayton K-12 Schools (35-4935)

Flathead Elementary School 2004-2005 Pragram Y ear

(35-4965) Pending Submission
Revision 1

Mailing Address Site Street Address

(1) Addrl: [US Highwary 93 ) Addrl: [US Highwsy 93

@ Addiz: | 7 Addi2: |

(31 City: |Dayt0n 1 City |Dayt0n

(4) State: |MT x| (3) Zip Code: |59914 (81 State:  |MT (101 Zip Code IEEIEIM
(111 County: | Lake %

[~
|&] Done ]_|_|_|Q Inkernet 4
Screen 46: An example of the Site Information Sheet showing the previous
information with the Pending Submission status for revision 1.
Notice that the CNPweb updates the revision
e number at the top of this application form.
Step 5: Make all appropriate changes to the application form.
Step 6: Scroll to the bottom of the page.
T e
Montana Office of Public Instruction <l 295'

School Nutrition Pr ms

‘Summer Food Service Program Programs Logoff

Applications Advances Claims Maintenance Resources
Home > Application Menu = Sponsor Summary = Site Info

Program Year: 2005 Sponsor: 35-4939-Dayton K-12 Schools
- |

7' Check here to submit this form to the State far Approval

Created By: 12345 Date Created: 4/7/2005 Modified By: 13579 Date Modified: 4772005

Submit | Cancel |

|@:| Dane F’i’ile Internet 4

Screen 47: An example of the Site Information Sheet showing the submit revision
checkbox.
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Step 7: Check the box to submit the application form to the OPI
for approval.

When you revise an approved information sheet,
e you must check this box to submit the application
form to the OPI for approval.

Step 8: Click SuBMmIT.
The CNPweb checks your application form for input
errors.

Step 9: If errors are found, the CNPweb displays the appropriate
PostT CONFIRMATION page with the error detection
message.

| B e
Montana Office of Public Instruction (}"J
web™
School Nutrition Programs N
- Summer Food Service Program Programs Logoff
Applications Advances Claims Maintenance Resources
Home > Application Menu = Sponsor Summary = Sponsor Info
Program Year: 2004 Sponsor: 35-4939.Dayton K-12 Schools
— =
Paost Confirmation
The Sponsor Information Sheet was posted to the datebase with a status of Errors Detected
The form entered failed to pass the edit process because of either incomplete or improper information. These errors
rust be corrected befare the form can be approved by DPS. Please retumn to the entry form to review the errors and
rnake the necessary coractions.
Click HERE to go to the Sponsor Information Sheet Listing or select another aption from the menu above.
[

Screen 48: An example of the Sponsor Information — Post Confirmation page
showing the error detection message.

For more information, see “Correcting Form Errors”
e on page 16.

Step 10:  If no errors are found, the CNPweb displays the
appropriate POST CONFIRMATION page with the pending
approval status message.

[ e T
Montana Office of Public Instruction l'e 2]
School Nutrition Program web
Shen S Summer Food Service Program Programs Logoff
Applications Advances Claims Maintenance Resources
Home = Application Menu = Sponzor Summaty = Site Info
Program Year: 2005 Sponsor: 35-4939-Dayton K-12 Schools
— =
onfirmation
The Site Infermation Sheet was posted to the datebase with a status of Pending Approval
The form will now be reviewed by OP!I for final approval
Click HERE to go to the Site Information Sheet Listing or select another option from the menu above.
|&] Done ]_|_|_|Q Inkernet 4

Screen 49: An example of the Site Information Sheet — Post Confirmation page
showing the pending approval status message.
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Step 11:  Click to display the appropriate Listing page.

The exact page name on the Post Conformation
sl page depends on the type of application form you
revised.

The CNPweb displays the SPONSOR SUMMARY —
APPLICATIONS page.

[ omew] T
Montana Office of Public Instruction ch?
web™
School Nutrition Programs N
- Summer Food Service Program Programs Logoff
Applications Advances Claims Maintenance Resources
Home = Application Menu = Sponsor Summary
Program Year: 2005 Sponsor: 35-4933-Dayton K-12 Schools
E
Sponsor Summary Dayton K-12 Schools (35-4939)
Packet Applications Claims Payments Users
Form Name n Status oved
Spaonsor Info Sheet 1 Approved Wiew Revise
Sponsor Budget 1] Approved Af7/2005 Wiew Bevise
Site Info Sheet
35-4928  Dayton Elementary School 1] Approved Af7/2005 Wigw Revise
35-4968  Dayton High School 1] Approved Af7/2005 Wiew Revise
35-4951 Dayton Middle School 1] Approved Af7/2005 Wiew Bevise
35-4965  Flathead Elementary School 1 Pending Approval Wiew
=l
[&] Done l_l_l_le Internet v

Screen 50: An example of the Sponsor Summary — Applications page showing a
revised site information sheet pending approval.

The CNPweb submits your revised application form to the OPI for
sl review and approval.

The OPI will either approve your revision (Approved status) or will
ask you to make corrections (Needs Correction status). You can tell
the status of the revised application form on the Sponsor Status —
Applications page.

If the OPI returns your application form for correction, you must edit it
and make the required changes. For more information about
correcting a form returned by the OPI, see “Correcting a Returned
Form” on page 32.
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Reimbursement Claims

Reimbursement Claims Overview

The CNPweb uses the information provided on your sponsor information
sheet, site information sheets, and sponsor budget to determine your
participation in the Summer Food Service Program and the monthsin
which your organization can submit areimbursement claim.

Each monthly claim must be submitted using the following guidelines:

B Reimbursement claims are submitted for one calendar month, and
cannot be submitted until the 1% day of the following month.

B A claim contains a summary of all reimbursement data from all sites
operated by the sponsor.

B All claims must be submitted within 60 days of the month ending.

If you do not have all numbers you need to submit your claim, you can
enter partial information into the SPONSOR CLAIM form and submit it
without checking that it is ready for payment. Until you mark that the
clamisready for payment, your claim will not be sent to the OPI for
approval.

The OPI has two processes for approving reimbursement claims.

B For some sponsor organizations, the OPI requires the organization to
submit aclaim for approval and payment.

B For some sponsor organizations, the OPI automatically approves a
claim when the organization submitsit.

Y ou can make changes to a reimbursement claim as necessary
throughout the program year within the 60 day limitation. The OPI
reviews and approves each claim change, and the CNPweb keeps a copy
of the original claim and each approved claim revision.

Y ou can perform the following claims tasks throughout the program
year:

Sponsor Summary —
Claims Page

Task Description Page
Submit a new reimbursement claim 44
Revise a paid reimbursement claim a7

The SPONSOR SUMMARY — CLAIMS page provides access to create and
revise your organization’s monthly Summer Food Service Program
reimbursement claims. The SPONSOR SUMMARY — CLAIMS page also
tracks the status of monthly reimbursement claims that you create and
submit to the OPI throughout the program year.
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For more information about reimbursement claims statuses, see
sl “Claims Statuses” below.

When you have revised claim forms, the SPONSOR SUMMARY — CLAIMS
page allows you to review the original version and each revision.

B Themost current version displays on the page.
B Usethe+ (plussign) to display aclaim form history for the current

program year.
B Usethe— (minussign) to display only the current claim form.
[ e
P e " P M 110 H,
T?I‘.\\.]m]h! ()%?;1)\. of Public Instruction ()'geb'
gohoal Nutrition Programe Summer Food Service Program Programs Logeff
Applications Advances Claims Maintenance Resources
Home = Application Menu = Sponsor Summary
Program Year: 2005 Sponsor: 35-4933-Dayton K-12 Schools
=
Sponsor Summary Dayton K-12 Schools (35-4939)
Packet Applications Claims Payments Users
Claim Month Revigion Status Claim Arnount Action
June 2005 Claim should be entered between 7/1/2005 and 873072005 Add
July 2005 Claim should be entered between 8/1/2005 and 2/30/2005
August 2005 Claim should be entered between 94172005 and 10/31/2005
D Total T ]
H
& T e 7

Screen 51: An example of the Sponsor Summary -- Claims page before creating
reimbursement claims for the program year.
The CNPweb uses statuses to identify the location of each monthly
Summer Food Service Program reimbursement claim in the creation and
approval process.

Claims Statuses

The review and approval process for claimsis different from the review
and approval praocess for application forms (sponsor information shest,
site information sheet, and budget) and uses fewer statuses.

For more information about form statuses, see “Packet and Form
e Statuses” on page 10.

The following table explains each of the claims statuses:

Status Description

Errors The CNPweb uses the ERRORS status when a reimbursement
claim contains input errors. The errors must be corrected
before the claim can be submitted to the OPI for approval.

When all errors are correct, the CNPweb assigns the Pending
Submission, Pending Approval, or Approved status.
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Description

Pending
Submission

Pending
Approval

Approved

Paid

The CNPweb uses the PENDING SUBMISSION status when a
reimbursement claim is ready to submit to the OPI for
approval and payment.

To submit a claim with the PENDING SUBMISSION status, you
must check the box above the SusmiIT button labeled “CHeck
HERE WHEN CLAIM ISREADY FOR PAYMENT." and submit the claim.

When you submit your claim, it has the Pending Approval or
Approved status.

The CNPweb uses the PENDING APPROVAL status when the
OPI has your claim for approval and payment.

The CNPweb also assigns the PENDING APPROVAL status to a
revised claim form that you submit during the program year
for approval and payment.

Your organization cannot edit a claim with the Pending
Approval status.

The CNPweb uses the APPROVED status for your claim when it
is approved for payment.

An approved claim remains in the CNPweb. You cannot
make changes to an approved claim until it has been paid.

Your organization cannot edit a claim with the Approved
status.

The CNPweb uses the Paip status for your claim when the
OPI has posted the claim payment.

You cannot make any changes to a paid claim. However,
you can submit a claim revision.

m |f your changes result in an upward adjustment, after the
OPI approves the claim revision, they will pay you the
additional amount.

W [f your changes result in a downward adjustment, after the
OPI approves your next claim, the overpayment amount
will be subtracted from the monies owed to you.

The following table identifies the actions you can take on a
reimbursement claim based on its status.

Status View Edit Delete Revise
Errors u ] u

Pending Submission | [ | [ |

Pending Approval [ |

Approved [ |

Paid u [ |
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Submit a Reimbursement Claim

To create amonthly reimbursement claim for the Summer Food Service
Program:
Step 1: Display the SPONSOR SUMMARY page.

For more information, see “Access the Sponsor
e Summary Page” on page 2.

The CNPweb displays the SPONSOR SUMMARY —
PACKET page.

Step 2: Click CLAIMS.
The CNPweb displays the SPONSOR SUMMARY —

CLAIMS page.
[ e T e
A A1 Tee P 1 11etl
\MI‘T\?‘LLSM ()l‘ll‘l;k. u.l ‘] ublic Instruction (}fgﬂr
schoal Nuirition Programs Summer Food Service Program Programs Logeff
Applications Advances Claims Maintenance Resources
Home = Application Menu = Sponsor Summary
Program Year: 2005 Sponsor: 35-4933-Dayton K-12 Schools
=
Sponsor Summary Dayton K-12 Schools (35-4939)
Packet Applications Claims Payments Users
Claim Month [ Revigion Status Clairn Armount Action
June 2005 Claim should be entered between 7/1/2005 and 873072005 Add
July 2005 Claim should be entered between 8/1/2005 and 2/30/2005
August 2005 Claim should be entered between 94172005 and 10/31/2005
T Total T ]
H
& T e 7

Screen 52: An example of the Sponsor Summary — Claims page showing program
participation in June, July and August.

Step 3: Click ADD for the desired month.

The current date determines the claim month(s)
e that are available to accept claims.

The CNPweb displays the SPONSOR CLAIM form.
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Montana Office of Public Instruction < jen'

School Nutrition Programs

Summer Food Service Program Programs Logoff

Applications Advances Claims Maintenance Resources
Hoime = Application Menu = Sponsor Summaty = Sponsor Claim

Program Year: 2005 Sponsor: 35-4933-Dayton K-12 Schools

SFSP Montana Office of Public Instruction
Spansor Claim

Dayton K-12 Schools (35-4939) June 2005
Dayton Schools Administrstion Dayton, MT 53914 Pending Submission
Original Claim
Claim Detail () (B} 1] ) i
Manth ADF Nurnber of Sites Operating Days
1) Claim Month Selected June
Eligible Meals Served A1 )] 1c) L) (E)
Breakfast AM Snack Lunch Supper PM Snack

41 First Meals I I I I I
%1 Second Meals I I I I I
(51 Total Meals I I I I I

|&] Done [ | [ wnermet

Screen 53: An example of the Sponsor Claim form before entering any
information.

Bl

Step 4: Complete the SPONSOR CLAIM form.

If you need assistance in completing this form,
e contact the OPI.

Step 5: Scroll to the bottom of the claim form.

The CNPweb displays the bottom of the claim form with
the SUBMIT button.

Step 6: Check the box labeled “ CHECK HERE WHEN CLAIM IS
READY FOR PAYMENT".

Claims that remain unchecked will not be submitted
cr to the OPI even if they contain no input errors.

Step 7: Click SuBMmIT.

The CNPweb checks your reimbursement claim for input
errors.

Step 8: If errors are found, the CNPweb displays the SPONSOR

CLAIM —PosT CONFIRMATION page with the error
detection message.
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Montana Office of Public Instruction l'e 2]
School Nutrition Program web
Shen St Summer Food Service Program Programs Logeff
Applications Advances Claims Maintenance Resources
Home = Application Menu = Sponsor Summary = Sponsar Claim
Program Year: 2005 Sponsor: 35-4933-Dayton K-12 Schools
onfirmation —I
The was posted to the datebase with a status of Errors Detected.
The form entered failed to pass the edit process because of either incormplete or improper information. These errars
rnust be corrected before the form can be approved by DPS. Please return to the entry form to review the errors and
rake the necessary corrections.
Click HERE to go to the Listing or select another option from the menu above
E
|®:| Dane F’i’ile Internet v

Screen 54: An example of the Sponsor Claim — Post Confirmation page showing
the error detection message.

If your reimbursement claim contains input errors,

e you must correct them and resubmit your claim.
For more information, see “Form Input Errors” on
page 16.

Step 9: If no errors are found, the CNPweb displays SPONSOR
CLAIM SUMMARY page with the claim status.

[ e T
Montana Office of Public Instruction (}'geb'

Summer Food Service Program Programs Logoff

Applications Advances Claims Maintenance Resources

Home = Application Menu = Sponsor Summary = Sponsor Claim

Program Year: 2005 Sponsor: 35-4933-Dayton K-12 Schools

SFSP Montana Office of Public Instruction

Spansor Claim Summary

Dayton K-12 Schools June 2005

35-4939 Pending Submission

Submitted by on Original Claim

Reimbursable Meal Counts

Meals Served To: Breakfast Lunch Supper  AM Snack  PM Snack

Eligible Children (1st Meal) 4 501 4,501 ] 4 501 o

Eligible Children (2nd Meal) 1] 0 0 0 1]

Znd Meals Allowed (2% of 1st) o u] u] 0 o

Total Meals Served 4,501 4,501 0 4,501 0

Total Meals Allowed 4,501 4,501 0 4,501 0

[~

|&] Done ]_|_|_|Q Inkernet 4

Screen 55: An example of the Sponsor Claim Summary page showing the pending
submission status for an original claim.
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the OPI for approval. You must resubmit the
claim.

m [f your reimbursement claim has the Pending
Approval status, it has been sent to the OPI for
approval and payment.

m [f your reimbursement claim has the Approved
status, the OPI has automatically approved your
claim and it is waiting for payment.

For more information, see “Claims Statuses” on
page 42.

W [f your reimbursement claim has the Pending
W Submission status, it has not been submitted to

Step 10:  Todisplay the SPONSOR SUMMARY — CLAIMS page,
click SPONSOR SUMMARY in the bread crumb trail.

For more information about the page components,
e see “Page Content Overview” on page 4.

Claim Revisions

Y ou can make changes to a Summer Food Service Program claim after
the OPI has authorized payment to your organization. However, you
cannot change the paid claim — you must submit aclaim revision. The
process of submitting a claim revision is similar to submitting a new
clam. However, the financia results of the revision are different.

B |f your revision resultsin an upward adjustment (your
organization is entitled to more money than the previous claim), the
additional amount is calculated. When the OPI approvesthe claim
revision, they authorize payment of the additional funds.

B |f your revision resultsin a downward adjustment (your
organization is entitles to less money than the previous claim), the
amount of overpayment to your organization is calculated as the
revision amount. The next time that you submit a reimbursement
claim to the OPI, this amount is subtracted from your claim amount.

Revise a Paid Claim To make changes to aclaim (an original or revision) after it has been
approved and paid by the OPI:

Step 1: Display the SPONSOR SUMMARY page.

For more information, see “Access the Sponsor
P Summary Page” on page 2.

The CNPweb displays the SPONSOR SUMMARY —
PACKET page.
Step 2: Click CLAIMS.

The CNPweb displays the SPONSOR SUMMARY —
CLAIMS page.
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I e
Montana Office of Public Instruction a2 ..
School Nutrition Programs web
= : T Summer Food Service Program Programs Logoff
Applications Advances Claims Maintenance Resources
Home = Application Menu = Sponsor Summary
Program Year: 2005 Sponsor: 35-4939-Dayton K-12 Schools
=
Sponsor Ssummary Dayton K-12 Schools (35-4939)
Applications Payments. Users
C Aonth ] Claim Arnount Action
June 2005 Sponsor Claim 1] Paid 831.45 ‘“iew Revise
July 2005 Claim should be entered between 8/1/2005 and 9/30/2005 Add
August 2005 Claim should be entered between 9/1/2005 and 10/31/2005 Add
H
@ T e 7
Screen 56: An example of the Sponsor Summary — Claims page showing a paid
claim.

Step 3: This page automatically shows the most current version
of each monthly reimbursement claim.

Step 4: Locate the paid claim that you need to revise.

W [f the claim has the Approved status, you
cannot make changes until the claim is paid.
G | [f the claim has the Pending Submission or
Pending Approval status, you must edit the
current claim version.

Step 5: Click REVISE.
The CNPweb displays the SPONSOR CLAIM form.

I oo T e
Montana Office of Public Instruction (}f)
el
School Nutrition Programs N
= Summer Food Service Program Programs Logoff

Applications Advances Claims Maintenance Resources
Home = Application Menu = Sponsor Summaty = Sponsar Claim

Program Year: 2005 Sponsor: 35-4939-Dayton K-12 Schools

SFSP Montana Office of Public Instruction
Sponsor Claim
Dayton K-12 Schools (35-4939) June 2005
Dayton Schools Administration Dayton, MT 59914 Pending Submission
Revision 1
Claim Detail (A (E) (c T
Month ADP Murnber of Sites Operating Days
(1) Claim Month Selected June 410 4 I 15
H
|&] pone F’i’ile Internet 4

Screen 57: An example of the Sponsor Claims form for revision 1.

Notice that the claim revision automatically has
e changed the revision number from 0 (original
claim) to 1.

Step 6: Make all appropriate changesto the claim form.
Step 7: Scroll to the bottom of the form.

The CNPweb displays the bottom of the claim form with
the SUBMIT button.
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Step 8: Check the box labeled “CHECK HERE WHEN CLAIM IS
READY FOR PAYMENT”.

Claims that remain unchecked will not be submitted
F to the OPI even if they contain no input errors.

Step 9: Click SuBMIT.
The CNPweb checks your reimbursement claim for input
errors.

Step 10:  If errors are found, the CNPweb displays the SPONSOR
CLAIM — PosT CONFIRMATION page with the error

[ e R S
Montana Office of Public Instruction l'e 2]
School Nutrition Program web
Shen St Summer Food Service Program Programs Logeff
Applications Advances Claims Maintenance Resources
Home = Application Menu = Sponsor Summary = Sponsar Claim
Program Year: 2005 Sponsor: 35-4933-Dayton K-12 Schools
Post Confirmation :I
The was posted to the datebase with a status of Errors Detected.
The form entered failed to pass the edit process because of either incormplete or improper information. These errars
rnust be corrected before the form can be approved by DPS. Please return to the entry form to review the errors and
rake the necessary corrections.
Click HERE to go to the Listing or select another option from the menu above
E
|@:| Dane F’i’ile Internet v

Screen 58: An example of the Sponsor Claim — Post Confirmation page showing
the error detection message.

If your reimbursement claim contains input errors,
e you must correct them and resubmit your claim.

For more information, see “Form Input Errors” on
page 16.

Step 11:  If no errors are found, the CNPweb displays SPONSOR
CLAIM SUMMARY page with the claim status.
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School Nutrition Programs

Home > Application Menu » Sponsor Summary > Sponsor Claim

| e
Montana Office of Public Instruction

Applications Advances Claims Maintenance Resources

2,

wedb

Pe, 2}

web™

‘Summer Food Service Program Programs Logoff

Program Year: 2005 Sponsor: 35-4939-Dayton K-12 Schools

SFSP Montana Office of Public Instruction

Sponsor Claim Summary

Dayton K-12 Schools June 2005

35-4939 Pending Approval

Submitted by Charlens on i1 32005 Revision 1

Reimbursable Meal Counts

Meals Served To Breakfast Lunch Supper Al Snack P Snack

Eligible Children (15t Meal) 4 501 4511 0 4531 1]

Eligible Children (2nd Meal) 1) u] u] 0 o

2nd Meals Allowed (2% of 1s1) 1] 0 0 1] 1]

Total Meals Served 4,501 451 0 4,531 0

Total Meals Allowed 4,501 4,51 0 4,531 0 _|
|&] Done ]_|_|_|Q Inkernet 4

Screen 59: An example of the Sponsor Claim Summary page showing the pending
approval status for a revised claim.

m [f your reimbursement claim has the Pending

i Submission status, it has not been submitted to
the OPI for approval. You must resubmit the
claim.

m [f your reimbursement claim has the Pending
Approval status, it has been sent to the OPI for
approval and payment.

m [f your reimbursement claim has the Approved
status, the OPI has automatically approved your
claim.

For more information, see “Claims Statuses” on

page 42.

Step 12:  To display the SPONSOR SUMMARY — CLAIMS page,

click SPONSOR SUMMARY in the bread crumb trail.

For more information about the page components,
see “Page Content Overview” on page 4.
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Montana Office of Public Instruction

Summer Food Service Program
Sponsor Training Manual
Feedback Form

Please help us continually improve our service by letting us know how well this training manual met your
needs.

1. It waseasy to download and print this training manual. Yes No

If NO, please explain your difficulties.

2. Thistraining manual contains accurate information. Yes No

If NO, please provide detailed feedback about what was incorrect, including the page number
where the information was found

3. Thistraining manual was easy to use. Yes No

If NO, please provide examples where you had difficulties using the manual, including the page
numbers where you had problems.

4. Please provide us with any other feedback about this training manual .

Use additional pagesif necessary.

Thank you for taking the time to answer these questions.
Please fax your completed form to Montana OP!I at (406) 444-2955.
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